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MyTax.DC.gov User Guide:
How to Setup Electronic Mail Correspondence
- Business

Follow this step-by-step guide to learn how to setup electronic mail correspondence via MyTax.DC.gov
and stop receiving paper correspondence through U.S. postal mail.

Sign-up for MyTax.DC.gov

B S ) ]

Business Individual Real Property

I want to... Iwant to.. I want to...
> Register a New Business - Form FR-500 > Check the Status of My Refund > Make a Real Property Payment
> Register a Special Event - Form FR-5008 >  Leam More About DC Freefile/Fillable Forms > Search Real Property by Address or S5t
> Request a Certificate of Clean Hands > Respond to Verification Letter >  View Mare Options

> View Tax Forms

A"
Clean Hands Forms Quick Links
I want to... 1 want to... | want to...
> Request a Certificate of Clean Hands >  Submit an Extension > Submit a Customer Service Survey
> Validate a Certificate of Clean Hands > View/Retrieve Current Year Tax Forms > View FAQs
> Learn More About Certificate of Clean Hands > View/Retrieve Prior Year Tax Forms > View Tutorials
> View MeF Information > Contact OTR

Quick Payments Resources Submissions
I want to... 1 want to... I want to...
>  Pay with Credit/Debit Card > Go to OTR Homepage > Retrieve a Saved Submission or Previously Filed

Retum
> Submit Requested Documentation

> Submit VDA

Tax Law and Guidance Taxpayer Advocate More...

I want to... 1 want to... | want to...
> View Private Letter Rulings > View Taxpayer Bill of Rights > File Form FR-329 - Consumer Use Tax Return
> View DC Tax Code > Request Assistance > Request Government Exemption
>  View Tax Guidance Issued by OTR > En Espanol > Request Residential Parking Exemption

> View Notices > Search for Certificate/License Exemptions
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BUSIMESS TEST Welcome, John Doe

ozt lagged i an Frivy; Mow 20, X020 225 16 b
00000-51110

Manage My Profile 0
1001 4TH 5T 5W
WASHINGTON DC 20024-4517

Favorites Summary  Action Epntprm Settings  Maore...

Alcoholic Beverage

¥ Make a Payment
BUISINESS TEST Account
1001 4TH ST SW A30-0001 20328 b Retums
WASHINGTOMN DC 20024-4517 Balan ¥ View e Dot
Artion Center ems 4] {$ 34[} 13]

Ballpark Fee

BUSIMESS TEST

1001 4TH 5T SW
WASHINGTON DC 20024-4517

Account * Make s Payment

SB0-Ulp sk * Returns

0

) *  View Other Options.

.00

1. From the MyTax.DC.gov homepage, log in using your Username and Password.
2. Inthe user profile, click the Settings tab.
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BUSIMNESS TEST

O0000-51110
1007 4TH 5T W
WASHINGTON DC 20024-4517

Favorites Summary .ﬂn::lti-.'m'l':ns,-l'ltvlarﬂ Settings

BUSIMESS TEST
D0000-21110

1001 £TH 5T 5W
WAESHINGTOMN DS M024-4517

Alcoholic Beverage
BUISIMESS TEST

1001 4TH 5T 3
WAESHIMNGTOMN D M024-4517

Maore...

Security
Bail Delivery

Mail Notification

Account

Security
Wail Delisery
Mail Notification

Default Payment Channe!

*w"

Welcome, John Doe

Yo et bogged dn an Py, Now 20, 000 272068 P

Manage My Frofile 1]

: Administeator
: Paper

: Matify me of new mail

: File Retums and Make Payments
1 Diefault (Paper)
: Default (Motify me of new mail)

: Mane

3. The Settings page highlights the Mail Delivery setting for your tax accounts. The first account
listed, will be your logged in account. You can update your mail delivery preference for all

accounts in this section.

a. Under the “Mail Delivery” section, click the Paper hyperlink next to your logged in

account.
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Mail Delivery Preference
BUSINESS TEST
00002-91110

Preference

Options
m japcl
@ - m

I:ldnl-ui g

4. The Mail Delivery Preference page displays. From this page you will be able to set your mail
delivery preference. Selecting Paper will enable your selected account to receive notices by U.S.
postal mail. Selecting Email will allow notices to be sent to you electronically.

a. Inthis example, we have selected Email.
b. Click Save.
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BUSIMESS TEST

QOO00-21110

1007 4TH 5T 5W
WASHINGTOMN D 20024-4517

Favorites Summary Action center @ Settings

BUSIMESS TEST
00000-51110

1001 4TH 5T 5W
WASHINGTOM [ 20024-4517

Alcoholic Beverage
BUSINESS TEST

1001 4TH 5T 5W
WASHINGTOM D 20024-4517

Ballpark Fee
BUSINESS TEST

1001 4TH 5T 5W
WASHINGTOM [ 20024-4517

More...

Security
Mail Delivery

Mail Motification

Account

Se=curity
Mail Delivery
Mail Mothcation

Default Fayment Channel

Account
[F—r—

Mail Delivery
Mail Motification

Default Payment Channel

i Admanistrator
+ Esmail

: Motify me of new mail

: File Retums and Maks Payments
: Default [Email)
: Default (Nobfy me of new mail}

: Hone

: File Retuarns and klakn= D:’!,'Hl:ﬂls
: Default (Email)
: Default (Notify me of new mail)

: Hone

Welcome, John Doe
You iost Jopged v on Monday, Mow 23, 2020 101030 AM

Manage My Profile 1]

Cancel Access

5. You will be redirected to your Settings page where the tax accounts that are subscribed to
receive electronic mail correspondence will show an Email hyperlink. In this example, our
Alcoholic Beverage and Ballpark Fee accounts have their Mail Delivery set to Email.
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BUSIMESS TEST Welcome, John Doe
Four iost Jogged' v on Monday, Moy 23, 2020 10030 AM

Manage My Profile o

Q0000-31110

1001 4TH 5T 5w
WASHINGTON DO 20024-4517

Favorites Summary Action Cenleru' Settings  More...

BUSINESS TEST

Carcel Access

00000-51110
1001 4TH 5T 5w Security + Admanistrator
WASHINGTOM DC 20024-4517 Mail Delivery : Ermnail

Mail Motification + Motify me of new mail
Alcoholic Beverage

Account

BUSIMNESS TEST

1001 4TH 5T W Security : Filz Retums and Make= Payments
WASHINGTOM DC 20022-4517

Mail Delivery : Default [Email)
Mail Motthcation i Default (Notify me of new mail)
Default Fayment Channel  : Mone
Ballpark Fee
BUSINESS TEST Account
1001 ATH 5T 5w Security : File Returns and Maks Payments
WASHINGTON BE 2002s 4517 Mail Deliveny : Default [Email)
Mail Notrication : Default Motify me of new mail)
Diefault Fayment Channel  : Hone

6. If you would like to set the mail delivery preferences by individual account, locate the account
you want to change. Under the “Mail Delivery” section, click the Default (Email) hyperlink. For
this example, we have chosen Ballpark Fee.

6|Page



*

MyTax.DC.gov wr
User Guide: How to Setup Electronic Mail Correspondence - Business v

Mail Delivery Preference
7 Ballpark Fee
2B0-DOOBD546

BUISINESS TEST

Preference

Options

Drefault {Emad)
Email

7. The Mail Delivery Preference page displays. From this page you will be able to set your mail
delivery preference. Selecting Paper will enable your selected account to receive notices by U.S.
postal mail. Selecting Email will allow notices to be sent to you electronically.

a. Inthis example, we have selected Paper.
b. Click Save.
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BUSINESS TEST

DO0oo-31110

1001 4TH 5T 5W
WASHINGTOM D 20024-4517

Favorites  Summary

BUSINESS TEST
00000-31110

1001 4TH 5T SW
WASHINGTON DC 200244517

Alcoholic Beverage
BLISINESS TEST

1007 4TH 5T 5W
WASHINGTON DC 20024-4517

Ballpark Fee

BUSINESS TEST

1001 4TH 5T W
WASHINGTGN DG 20024-4517

Action Center @ Settings

More...

Secunly
Mail Debovery

Mail Motificaticn

Account
Security
Mail Defevery

Mail Motificabon

Default Payment Channes|

Account
Security

Mail Defvery
bail Motification

Default Payment Channe=|

i Adrnistratar
: Ernaal

: Matify me of new mail

: File Retwms and Maics Payments
: Default [Email]
i Default (Motify me of new mail)

: Mane

: File Retums and Maics Payments
: Paper
: Default (Motify me of new mail

: Mane
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Welcome, John Doe

s do=t ingged »n on Momday, Now 23 080 101050 AM

h-1.1n.1|:|r by "rﬂﬁlr*o

Cancd Access

8. You will be redirected to your Settings page where the tax accounts that are subscribed to receive
electronic mail correspondence will show an Email hyperlink. In this example, our Alcoholic
Beverage has its Mail Delivery set to Email. The mail delivery for our Ballpark Fee account is set to
Paper and will continue to receive correspondence by US Postal Mail.
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How to Opt-Out of Electronic Mail
Correspondence Settings in Your Web
_Profile

L username or

Sign-up for MyTax.DC.gov

et R

Business Individual Real Property

I want to.. I want to... I want to...
> Register a New Business - Form FR-500 > Check the Status of My Refund > Make a Real Property Payment
> Register a Special Event - Form FR-5008 >  Leam More About DC Freefile/Fillable Forms > Search Real Property by Address or S5L
> Request a Certificate of Clean Hands > Respond to Verification Letter >  View Mare Options

> View Tax Forms

(D Wb

Clean Hands Forms Quick Links
I want to... 1 want to... | want to...
> Request a Certificate of Clean Hands > Submit an Extension > Submit a Customer Service Survey
> Validate a Certificate of Clean Hands > View/Retrieve Current Year Tax Forms > View FAQs
> Learn More About Certificate of Clean Hands > View/Retrieve Prior Year Tax Forms > View Tutorials
> View MeF Information > Contact OTR

K
Quick Payments Resources Submissions
I want to... 1 want to... I want to...
>  Pay with Credit/Debit Card > Go to OTR Homepage > Retrieve a Saved Submission or Previously Filed
Retum
> Submit Requested Documentation
> Submit VDA
7
Tax Law and Guidance Taxpayer Advocate More...
I want to... 1 want to.. 1| want to...
- R, LA e R S
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BUSIMESS TEST

00000-91110
10071 4TH 5T 5W
WASHINGTOMN DC 20024-4517

Favorites Summary  Action EEnterg Settings

Alcoholic Beverage
BLISINESS TEST

1001 4TH 5T 5W
WASHINGTOM DC 20024-4517

Actinn Center tems B

Ballpark Fee
BUSINESS TEST

1001 4TH 5T 5w
WASHINGTON DC 20024-4517

Maore...

Account
AZ0-0001 203238

Balanic

$0.00

Account
180-000080546

Balae

£0.00
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Welcome, John Doe

¥iow kst Ingged in on Frivy, Sep 25

Z2TEE M

Manage My Profile o

Make a Payment
Retumns

Wiew Cther Opticns..,

Make a Payment
Returns

View Cither Opticns.,

1. From the MyTax.DC.gov homepage, log in using your Username and Password.
2. Inthe user profile, click the Settings tab.
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BUSIMESS TEST

0000031110
1001 4TH 5T 5W

WASHINGTON DC 20024-4517
Favorites Action Center @

Summary Settings

BUSIMNESS TEST
O0000-51 110

1001 4TH 5T 5W
WASHINGTON [ 20024-4517

Alcoholic Beverage
BUSINESS TEST

1001 4TH 5T 5
WASHINGTON [C 200244517

Ballpark Fee

BLISINESS TEST

1001 4TH 5T SW
WASHINGTON [C 20024-4517

More...

Security
Mail Delivery

Mail Matification

Account
Security
Mail Delivery

Mail Motiication

Diefault Fayment Channel

Account
S=curity

Mail Delivery
Mail Motification

Diefault Payment Channel

+ Ermail

+ Matify me of new mail

: Filz Returns ard Maks Payments
: Default (Email)
i Dedault (Motify me of new maill

: Hone

: Filz Returns and Maks Payments
: Default [Email)
: Default (Motify me of new mail)

: Hane

You ot loggeo

*
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Welcome, John Doe
i on Monday, Nov 23, 2020 1081030 AM

Manage My Profile L

Cancel Arcess

3. Inyour Settings screen, locate the Mail Delivery section for your logged in account. This will be
the first account listed. The Mail Delivery section allows you to manage your paperless

subscription for all tax accounts.

a. You can unsubscribe from receiving paperless correspondence at any time. To disable
the electronic mail correspondence feature for all tax accounts, click the Email hyperlink
next to the logged in account. Note: By disabling the Email feature you will begin
receiving paper correspondence through U.S. postal mail.
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Mail Delivery Preference
BLUISIMESS TEET
0000-31110

Preference

Options
'@ Paper

- m

4. The Mail Delivery Preference page displays. From this page you will be able to set your mail delivery
preference. Selecting Paper will enable your accounts to receive notices by U.S. postal mail. Selecting
Email will allow notices to be sent to you electronically.

a. In this example, we have changed our preference from Email to Paper.
b. Click Save.
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BUSIMESS TEST

00000-31110

1007 ATH 5T 5w
WASHINGTON DO 20024-4517

Favorites Summary Action center @

BUSINESS TEST
00000-41110

1001 4TH 5T 5W
WASHINGTON DC 20024-4517

Alcoholic Beverage
HUSIMESS TEST

1001 4TH 5T 5W
WASHINGTON DC 20024-4517

Ballpark Fee
BLISINESS TEST

1001 ATH 5T 5W
WASHINGTON DO 20024-4517

More...

Security
Mail Delivery

Mail Motification

Account
Sequrity

Mail Delvery
Mail Notrthcation

Diefault Payment Channel

Account
Security

Mail Delivery
Mail Motification

Diefault Payment Channel

i Adrmanistralor
: Paper

+ Mattify me of new mail

: File Returns and Make Payments
: Default (Paper)
i Dedault (Motify me of new mail)

: Hone

: Filz Returns and Maks Payments
: Default Paper)
1 Default (Motify me of new mail)

: Hone

-
-
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Welcome, John Doe
You lost logged v om Monday, Now 23, 2020 101030 AM

Manage My Profile o

Cancel Access

5. You will be redirected to your Settings page where the mail delivery preference for each tax
account is listed. In this example, all tax accounts have their Mail Delivery set to Paper and will
receive notices by U.S. postal mail.
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